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BACKGROUND

Department enpl oyes nay be rei nbursed for enploye training costs consistent with
t he provisions of Chapter 238 of the DHFS Supervisor's Manual . The foll ow ng
procedures should be followed in order to standardi ze the process, follow correct
pur chasi ng gui delines and avoi d problens in reinbursing enployes. Should any of
t hese procedures conflict with provisions of collective bargaining agreenents,
the provisions of the collective bargai ning agreenents shall prevail

PROCEDURES
1. A purchase requisition indicating rei mbursenent to the enpl oye shoul d be

prepared before the enpl oye begins the training. The division may require
the training to be on their annual training plan

2. After the enploye has conpleted the training or when the rei nbursenent
requi rements have been net, the request for reinbursenment can be processed.
3. Detail ed recei pts or invoices indicating which courses were taken, |evel of
course work; (ex undergraduate, post graduate, doctorial) and docunentation
that payment was made, must be included with the rei mbursenent request. |If

satisfactory conpletion of the course work is required before
rei mbursenment, the enploye nust submt appropriate docunentation with the
rei mbur senment request.

4. Rei mbursement will be made directly to the enpl oye on a separate voucher
and is not to be included on the enploye's travel voucher or contingent

voucher. See Section 12--Travel 1.4 for account code infornmation
5. These procedures apply only when an enploye is to be reinbursed for costs.
If the vendor is to be paid directly, a purchase order should be prepared
to the vendor and paynent processed in the usual manner
REFERENCE
Chapter 238.2 and 238.3 of the DHFS Supervisor's Manua
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